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The Enployer Information EEQ1 survey is nduded
anrually under the authority of Title VII of the Civil Rights Ad of
1964, 42 U.SC. 200e, et. seq.,as anended All employers wth
15 or more enployees areovered by Tile VIl and ae requirel to
kegp enployment records as speddi by Commission reguldons
Basedon the nunber of enployees ard federd contract adivities,
certan large anployers are requikto file an EEGL report on an
amual bass.

See the Appadix for the appliable provisons of he law,
Secton 709(c) of Title VII, and the applicable reguations,
Sectbns 1602.7-1602.14, Chapter XIV, Title 2 of the Cale of
Federal Rgulations. Stat and bcal governments, sclool systens
and eduatonal institutions are covered by other enployment
surveys andare extuded from Standad Form 100, Employer
Information Report EEO-1.

In the nterests of consstercy, uniformity and eonomy,
Standrd Fom 100 has been jointly dewloped by the Equd
Employment pportunity Conmission andhe Cffice of Fedbral
Conract Conpliane Progams of the U S. Departnent of Labor,
as a gige form which meets thestatisicd neals of loth
prograns. In adlition, this form shoudl be a valuable tool for
conmpanies to use irevaluatng their own inernd prograns for
insuring equd enploymentopportunity.

As statedalove, he filing of Stardard Form 100 is reuired by
law; it is na voluntary. Under sedbn 709(c) of Tile VII, the
Equd Employment pporturity Conmission may compel an
employer to file this form by oltaining an order fromthe United
States Disict Court.

Under Segon 209@) of Executive Order 11246, the pendties
for failure by a fecderal contractoror sitbcontractor to comply may
include termnaton of the federal governmant contrat and
debament from futurgeder contracts.

1. WHO MUST FILE

Standrd Fom 100 nust be filed by —

(A) All private enployers who are (1) subjet to Title VII of
the Civil Rights Act of 1964, as arerded, with 100 or more
enployeeseEXCLUDING State ad local governrents, pimary

and condary schod systens, instititions of higher edwaion,
Indian tribes ad tax-exenpt privade membershipclubs aher tan
labor orgarizations; OR (2 subpctto Title VII who hawe fewer
than 100 enployees if thecompany is owned or affilated with
another cormpany, orthereis centrdized ownership, cortrol or
managenent (suchas entral control of persanel policies ard
labor relations) so hat the goup legdly constitutes a sngle
enerprise, and the entire enerprise enploys a total of 100 or
more enployees.

(B) All federal contractors (pxiate enployers), who:(1) are
not exempt as prowviled for by 41 CFR 60-5; (2) heve 3 or
more enployees; and (a) are pnne contracbrs or first-tier
subontracors ard have a cortrad, stbcaontract, or purchase
order anounting to $50,000 or more; or ) serveas adepsitory
of government funds in any amount, or (c) is a finandal
institution which is an issung and paying agent for U.S. Savings
Bonds ard Notes.

Only thoseestblishments bcaed in the District of Columbia
and he 9 staes are reqgued to subnit Standrd Form100. No
reports sbuld be filed for estabkhments in Pued Rico, e
Virgin Islands or otheAmerican Protetorates.

2. HOW TO FILE

NOTE: Submission of EEO-1 data through theEEO-1 Online
Filing Sysem or as an dectronically transmitted daa file is
strongly preferred. See paragraph 6, “EEO-1 Alternate
Reporting Formats.”

Single-establishment employers i.e., enployers donhg
busihess abnly one esdblishment in oe location nmust conplete
a sinde EEG1 onine dafarecord or shmit a sinde EEO-1 paper
report.

Multi-establishment employes, i.e, enployers dang
bushess & more than one estallishment, must conplete aline
(1) a report coveng the pincipd or headquarters office; (2) a
separate report foOEACH estallishment enploying 50 or nore
persons; and (3) a separatpae (Type 8 recad) for each
estalishment enploying fewer than 50 enployees, R an




Establishrent List (Type 6 record), showindpe nane, address, 7. CONFIDENTIALITY

and total enployment for ead estdlishment enploying fewer

than 50 persans, induding a Type 6 enployment dat grid that
conmbines all enployees working at estabishments emloying

fewer than 50 mployees by race, sexna job cdegory. For the

EEO-1 onine apgication, keyed enployment dat automatically
transfersa the overal Conolidated Reort.

The total number of enployees ndicated on the headquarers
report, PLUS the esthlishment repots, PLUS the lig of
estalishment enploying fewer than ® enployees, MUST equal
thetotal number of enployees show on the Conlidated Report.

Employment daa for multi-establishment conpanies, ircluding
paren corporations awml ther subsdiary holdings, must report all
employees workig d& eat conpary estalishment o subsidary
estalishment. For thepurmosesof this report, the tem parent
corporation refers to any corporaion which owns all or the
majority stok of arother @rporaion so hat the later relates © it
as a subsliary.

3. WHEN TO FILE

This amual report must befiled not later than Septerber 30.
Employment figures from any pay period in July through
Septerbermay be ugd.

4. WHERE TO FILE [Paper EEO-1 form(s)ONLY

Mail one copy D the addess ndicatedin the anmwal suvey
mailout memorandum.
INFORMATION

5. REQUESTS FOR AND

SPECIAL PROCEDURES

An enployer who clams that prepagtion or the filing of
Standrd Form 100 would createundue hardslip may apgy to the
Commission for a speciaeportng proedure In such caseshée
enployer nust subnit in writing a cetailed dternative pioposal
for conpiling ard reprting information to: The EEO-1
Coordinator, EEOC-Survey Division, 1801 L Street, NW,
Washington,DC 203)7.

Only those pedal procedures approwkein writing by the
Commission are authorgd. Such autorizations remain in effed
untl notification of canellation is given. All requests for
information $iould besert to the addressabove.

6. EEO-1 ALTERNATE REPORTING FORMATS

EEO-1 reporing isan éectronic, online gpplication. Rursuar
to the Govemment Papework Elimination Act of 198, we
STRONGLY reconmend tha EEO-1 repds be subntted via the
EEO-1 Onlire Filing Sysem, or as an lectonicdly transnitted
dat file. A copy of the prescribed EEO-1 data fie format is
avdlable at the webste address ri the suwey mailout
memorandum or by calling the telephone number or writirg to the

All reports and information fram individud reports will be
kept confidential as requied by Secion 7M(e) of Tite VII.
Only data ggregaing information byindustry or areajn sud a
way as not ¢ revealany particular enployer’'s statisitcs, will be
made pwlic. The prohbition agang disclosure mandaed by
Sectbn 709(6 does rot apply to the Office of Federd Contract
Convpliance Prograns and contreting agecies of he federa
governnent which require subnission of SF 100 yrsuan to
Exeative Order 1246. Reports from prime contacbrs and
sub@ntracors doing busness wth the federal governrment may
not be confidential under Executive Order11246.

8. ESTIMATE OF BURDEN

Public reporting kurden for this @lledion of information is
estimated b avemge three ad five tenths (35) hours per
respons, ircluding the ime for reviewing instuctions, searchig
exising dat sourcesgathering ard maintaining the data neeled
and conmpleting ard reviewing the cdlection of information. A
respone is defined as me suwey form. Send comments
regardng this burden esimate or any other aspet of this
colledion of information, including suggestions for relucing this
burden to:

The EEOCClearance Offier

Office of the Chief Financial Offier and Administrative
Services- Room 21

1801 L Streef N.W.

Washirgton, D.C. 2507

AND

Paperverk Redudion Prgea (3046-0007)
Office of Managernent ard Budget
Washirgton, D.C. 2503

The ful text of the QVIB regulations may be fourd at5 CFR
Part 120. PLEASE DO NOT SEND YOUR COMPLETED
REPORT TO EITHER OF THESE ADDRESSES.

EEO-1 Terms Applicable To All
Reporting Formats

Type of Report (StatusCode)
1- Shgle-estblishment canpany

Multi-estblishment ompany

2—Consoldated Report (Required)

3 —Headjuarters Reprt (Required)

4 —Estdlishment Reprt (50 or more enployees)
6 —Estdlishment List (Ogion 1)

addressn the surveymailout memorandum. Paper EEO-1 forms g _ Esiglishment Reprt (less tan50 employees) ((tion 2)

will be generated onreques only, in exreme cases whe Internet
access is ot avalable o the employa. An EEG1 report
subnitted onpaper must be prepaik following the drections in
paragrah 2,“HOW TO FILE".



Company ldentification

Refers tathe company nane ard addressof the headquartersoffice
of the multi-establishment @mpany (Reprt Types2 ard 3); or the
estalishmentnane and adress

Employers Who Are Required To File

Questbns 1,2 and 3MUST be answem by all enployers. If the
answer to Question @-s “Yes”, please emr the conpany’s Dun
and Bradsed identificaion nunber if the @mpany hasone If
the answer is“Yes” to gestion 1, 2, or 3, conplete the aitire
form. Otherwise sip to Sedion G.

Employment Data

Employment da& must indude ALL full-time and part-the
enployees viho were enployed durihg the seleted payroll period,
except those enployees spcifically exduded asindicated in the
Apperdix. Employeesmust be ounted by sex an rece or elinic
catgory for each of the ten ocapaional cakegories and
sub@ategories. See Apendk for detiled explanation of job
categories and raceand ehnic identification.

Every enployee must be acounted for in one &ad ONLY one
of the ategories in Cdumns A thru N.

Occupmtional Data—Enployment data rast ke reported by job
catgory. Report eah enployee in only onejob caegory. In
order b simplify and stadardize the nethod of reporting, all jobs
are camsidered as béonging in oneof the broadocaupations siown
in the teble. To assist guin deermining where to face your jobs
within the ocupational caegories, a desription of job cakgories
is in theEEO-1 Job Chssifcation Guide or you may consit the
“EEO-1-Census Code€ross W#” on the Conmission’s web
site. For futher chrification, you may wish to onsut the
Alphéabetical and Classifie Indicesof Industres and Occupations
(200 Cenwug published by the US. Departirent of Conmerce,
Censis Bueau.

Establishmert Information

Themajor acivity shoutl be sufficiently descrmptive o identify
the irdustry and pralud produced or service preided If an
estalishment is engaged in more than one advity, descibe the
activity & which the greates nurrber of enployees vork.

The description of the major activity indicated on the
Headquarters’ Report (Type 3) must reflect the dominant
economic actvity of the compary in which the greatest numbe
of employees are engged.

Remaks

Include in this secion any renmerks, exparations, or other
pertinent information regardng this report

Certificati on

If all repors have been conpleted at hedyuartes, the
authorizedofficial shoud ched Item 1 and sign the @hsoldated
Report only. If the reports have been completed by the individual
establibments, the aithorized official should check Item 2 and
signthe esadishment report

APPENDIX

1. DEFINITIONS APPLICABLE TO ALL
EMPLOYERS

a. “Commission” refers to the Equal Employment
Opporunity Commission.
b. “OFCCP” refrs to the Office of Federal Contract

Convpliance Prograns, U.S. Departrent of Labor, estdlished to
implement Executive Order11246, asanendeal.

C. “Joint Reporting Committee” is the mmittee
represeting the Commission ad OFCCP for the prrpose of
administerirg this regort system

d. “Employer” under Sedbn 70L(b), Title VIl of the Ciul
Rights Act of 1964, as arendal, means a persoengagedin an
industry affeting commerce who has fiftenor more enployees
for each working day inead of twenty or nore calendaweeks i
the arrent orpreceling cdendar year, d any agent of such a
person but such term does nd include the Urited States,a
corporation wholly owned by the government of the United
States, a Indian tribe, or any depnent or agency of the District
of Columbia subgct by statue to pocelures of the ompetitive
service (asidined in section 2102 of Title 5 of the United Stées
Code),or abona fde private membershipclub (other bhana labor
organization) which is exenpt from taxaton under Setion 501(c)
of the Inernd Reverue Code of 1954; OR any persm or entity
subct to Execuive Order 11246 who is a federh govemment
prime corrador or supcontractorat any tier (induding a bank or
other estdlishment serving as a @pository of federalgovemnment
funds,or an issuirg and paying acert of U.S. Savigs Bonds and
Notes, or a holder of a federal govemment bil of lading) or a
federaly-assisted aostrudion prime contactor orsulcontractor
at any tier.

e “Employee” neans any individuabn the payradl of an
enployer who is an enployee for pumposes of the employer’s
withholding d Social Secuty taxes ecept inaurance sales agents
who areconddered to be enployees for such purposes dgl
becaiseof the provisionsof 26 USC 3121 (d) (3) (B) (tke Intemal
Revewue de). Lease enployees are ncluded in this
definition. Leased Emloyee neans a peranent enployee
provided by an emloyment agencyfor a fee to an outdde
conpany for which the enployment agecy hardles al persomd
tasks including payrdl, staffing, benefit paymets ard
conpliance reporting.  The enployment aency shi, therefore,
include kaséd enployees in is EEO-1 report The &rm
“employee” SHALL NOT include persns who are hired on a
casuabasis or a specifedtime, orfor the duraibn of a specifd
job (for exanple, persos at a onstrudion ste whose
employment relaitonship is expeed to terminate with he end of
theenployee’s work athe ste); persms temporarily employed n
any industry other than construgion, swch as emporary office
workers,mariners, stgedores, lunber yard workersetc, whoare
hired through a hiring hal or other referrharrangement, throgh
an enployee contracbr or agent, or by same individual hiring
arrangerent, or persams (EXCEPT leased enployees) on he
payroll of an enployment agecy who are referred by such
agancy for work © be perforred on be prenises of another
enployer urder that enployer’s dire¢ion andcontrol.

It is the opinion of the General Counsel of the Commissionthat
Secton 702, Title VII of the Civil Rights Act of 1964, as



amended does na authorize aconplete exenption of religious
organizations from the @verag of the Act or of the reprting

requirenents of the Commission. The exenption for religious
organizations apples D discrimination on te bass of religon.

Therefore since the Staadard Form 100 does rot provide for

information asto the relgion of enployees, reljiousorgarizaions
must reportall information lequired by this form.

f. “Commerce” means trde, traffic, commerce, transporteon,

transnission, or communicaton anong tke sevesl States;or

betwee a Sate ad awy place outsile thereof or within the
District of Columbia, or a possessin of the Lhited States;or

betwea points in the sane State butthrough a wint outside

thereof.

g. “Indugry Affecting Canmerce” means anyactivity, bushess
or indudry in commerce or in wich a labor dispute would hinder

or obstruct commrce or the fredlow of commerce and intudes
any actvity or indugry “affecting aommerce” within the meaning
of the Labor Managenent Reprting ard Disclosue Act of 1959.

Any enployer of 15 or more personsis presuned D be in an
“indugry affectng conmerce.”

h. “Establishment” is an economic unit which produces godsor

services sut as a fectory, office, sore, or mine. In nost

instances, the estalishment isat a shgle physicd location ard is

engaged in one, or pre@minartly ore, tye of eonomic adivity.

(defintion adaped from the North American Industry

Classification System - 2002

Units & different physical locations, een though engagedin the
sane kind of busness opraton, nust be reposd as separat
estalishmens. For locdéions involving constucton,

transprtation, communications, eéctric, gas, ad sanitry

services ol and gas fields, ad similar types of physicaly

dispersed mdustrid actvities, howeer, it is nd necesaryto list
separadly each individual ste, project, field, line, etc, unless i is

treatel by you as a epamte legal enity. For thes typesof

activities, list as esblishments only those €latively permanent
main or brant offices, erminals, statons etc, which are either:
(a) diredly respongble for supenising swch dispersedactivities;or

(b) the base flom which personrel andequiprent operge o carry
out these ativities. (Where thesdispersed aiwities cross Stat
lines, a leastone such éstablishment” shoudd be listed for eat

State involve.)

i. “Major Activity” means the @or prodictor goup of prodicts
produced or hamlled, or servies rendesd by the reprting wnit

(e.g., nanufacturingairplaneparts,retail sales obffice furniture)
in terns of the ativity at whicdh the greatestnumber of all
enployees vork. The descripion includes he type of prodict
manufactuedor sot or the type of sevice provided.

2. DEFINITIONS APPLICABLE ONLY TO
GOVERNMENT CONTRACTORS SUBJECT
TO EXECUTIVE ORDER 11246

a. “Order” means Exeative Order 11246asamendel.

b. “Contrad” means ay government cantract or any fede-
ally-assistd constuction contrad.

C. “Prime Contractor” neans any mployer having a

governnent cortract or any fedemrlly-assistd constriction
cortract or any enployer serving asa demsitory of federal
governnent funds.

d. “Suboontracor’” meansany enployer having a antract with a
prime contrator or amther subontracor calling for supgies or

services rquired for tre peformance of agowvernment contrat or
federaly assised caostriction cantrad.

e. “Contractng Agency” means any deparent, agency iad
estalishment in the eecutive brarch of the govemment,
including any wholly-owned governnent oorporation, which
eners into contrads.

f. “Administering Agexcy” means anydepartnent, agency and
estalishment in the eecutive brarch of the govemment,
including any wholly-owned governnent oorporation, which
administers a prograninvolving federdly-assisted anstrudion
contracts

3. RESPONSIBILITIES
CONTRACTORS

OF PRIME

a. At the time of an awat of a subcontrdcsubjet to these
reportng requirements, tle prine contactor shdl inform the
subontracor of its respnsbility to subnit anrual EEO-1
employment ditain acordance with theseinstiuctions.

b. If prime contrators are reqed by their Cantrading Officer

or sulwontractors by their prime contrators, b sumit

nofification of fili ng, they shall do soby ordinary correspnderce.
However, sich naifi caion is na required by and should not be
sentto the Jont Reporting Conmittee.

4. RACE AND ETHNIC IDENTIFICATION

Self-identification is the prderredmethod of identifying the rae

and ethnic information necesary for the EEO1 report.
Employers are requikto atenpt to allow enployees touse self-
identification to conplete the EEO-1report. If an enployee
dedines b© self-identify, enployment recrds or obsrver
identification may be used

Where reords aremaintained, itis reommended tht they be
kept separaely from the enployee's basc persanel fil e or other
recordsavdlable to those espon#ble for persomd decisions.

Race ad ehnic degjnatons as used by the Equal Rlmyment
Opporunity Conmissiondo nd derote scientific definitions of
anthropological origins. Definitions of the race and ehnicity
categories areas follbows:

Hispanic or Latino - A personof Cuban Mexican, Puerto
Rican, Saith or Ceriral American, or ther Spaish cuture a
origin regardess of rae.

White (Not Hispanic or Latino) - A personhaving origins in
any of the original peoples of Eurgpe, the Middle East or North
Africa.

Black or African American (Not Hispanic or Latino) - A
personhaving originsin anyof the black racid groups d Africa.

Native Hawaiian or Other Pacific Islander (Not Hispanic or
Latino) - A persm having origins in any of the peles of
Hawaii, Guam, Sanwoa, orother Padic Islands.

Asian (Not Hispanic or Latino) - A personhaving origins in
any of the orginal peoples of the Far East, Sdutas Asia, or tle
Indian Subntinent, including, for example, Canbodia, China,
India, Jgpan Korea, Milaysia, Paksten, the Rilippine Islards,
Thailand, andVietnam.

American Indian or Alaska Native (Not Hispanic or Latino) -
A personhaving origins in any of the original peoples of North
and Saith America (including Central America), and who
maintain tribal affiliaion orconmunity atiachrrent.



Two or More Races (Nt Hispanic a Latino) - All persons \wo
identify with more than onef the abovefive races.

Instructions for assigning enployees into the race/ethnic
categotlies

Hispanic or Latino - Indudeall enployees whanswver YES to
the quedion, “Are you Hispaic or Laino”. Report all Hispanic
males in @lumn A and Higarnc females in Glumn B.

White (Not Hispanic or Latino) - Include dl enployees vio
identify as White males in Cdumn C and as Wlite females in
Column 1.

Black or Afri can American (Not Hispanic or Latino)- Include
all enployeeswho identify as Blak males n Cdumn D ard as
Black females inColumn J.

Native Hawaiian or Other Pacific Islander (Not Hispanic or
Latino) - Include all employees who idetify as Native Hawaian
or Other Paffic Islander males in Céumn E and as Nitive
Hawaiian or Other Paific Islancer ferrales in Cdumn K.

Asian (Not Hispanic a Latino) - Indude dl enployees viho
identify as Asian nmeles in Column F and as Asan females in
Column L.

American Indian or Alaska Native (Not Hispanic or Latino) -

Include d employees who idetify as American Indian or Alaska

Native nales in Colunm G and as Anerican India or Alaska
Native fenales inColumn M.

Two or More Races (Mot Hispanic or Latino) - Report allmale
enployees vio idenify with more thanone of he above five raes
in Column H andall female enployees who dertify with more
than oneof the above fie racesin Column N.

As to the nethod of cdlecting data, the besic principlesfor ethric
and racal =f-identificaion for puposesof the EEO-1 report are:
(1) Offer enployees lhe opportunity to self-idertify
(2) Provide a gatement dout the voluntary nature of this
inquiry for enployees. For ganple, language sch asthe
following may be ugd (enployers may adap this
languagp):

“The enployer is sibjed to certain governnental
recordkeeping and reporgin requirenents br the
administraton of civil rights laws and egulations. In
order to omply with thee laws, theemployer invites
enployees to voluntarily self-identify their rae or
ethnicity. Siubmission of this information is voluntary
and refusd to provide it will not siwbject you to any
adwerse treanent. The inbrmation dotained will be kept
confidential and may only be usel in accordane with the
provisions of apgicabe laws, exeutive oders, ad
regubtions, including those tha recuire the hformation
to be sunmarized and reported to the fedeal government
for civil rights enfolcenment. When reported, data will not
identify any spedfic individual.”

5. DESCRIPTION OF JOB CATEGORIES

The mgjor job cakgoriesare liged below, including a brief
descrption of the sklls and traning required for ocaupaionsin
that caegory andexanples of thejob titles tha fit ead caegory.
The exanples shown below areillustraive and not intended to be
exhausive of all job fitles h ajob caegory. Thesgob catgories
are primarily basel on the arerage ill level, knowledge, and
responibility involved in each ocapation within the job cateory.

The Officials andManagerscaegory as awhole is to e divided
into the following two sibcaegories Exeative/Senor Level
Officials ard Managers and Fist/Mid Level Officials and
Managers. Mese subdagories areintended © mirror the
enployer's own well estblished hierarchy of managment
postions. Srall enployers who may not have two well-defined
hierardical deps of nanagenent shaild reporttheir management
enployees n the gopropriate caegories.

Executive/Seanior Level Officials and Managers Individuals
who fdan, direct and formulate pdicies,set stradgy and provide
the overdl direcion of enerprises/orgaizaions for the
development andddivery of praducts or servces, within the
paraneters approed by boards of diretors or oher governing
bodies. Residing in the hghest levels of organizaions, tese
exeatives pan, dired or coordinak activities with the sipport of
subodinake exeautives ad staff managers. Theynclude, in larger
organizations thoseindividuals within two reporting levels of the
CEO, whoseespmsibilitiesrequre frequent interadion with the
CEO. Exarples of thes kinds ofmanagers are: chi exeative
officers, dief operting officers, chief financial officers, line of
bushess heds, presigrnis or exeautive vice presdents of
functional areas or operaiy growps, chef information officers,
chief human resources offiers, chief marketing officers, chief
legal officers, managenent diredorsand managirg parners.
FirstMid Levd Officials andManagers. Individualswho serve
as managers,other han those vho serve as Exetive/Senor
Levd Officials andManagers, induding those vino oversee ad
dired the dHivery of prodicts, serices or functons at groyp,
regiona or diisional levels of organiations These ranagers
receve directons fromthe Exeative/Senior Level ranagenent
and typicdly lead najor busnessunits. They implement poicies,
prograns and diretives of eeautive/serior managenent throwgh
subodinaie managers at within the paramters set by
Exeative/Senor Levd managenent. Exanples of these kids of
managers arevice prestdents ard diredors, goup, regiona or
divisiond controllers; tresurers; humn resourcesinformation
systens, marketing, and operdions nanagers. he First/Mid
Leved Officials ad Managers subaegry also hcludesthose
who reprt directly to middle managers.Theseindividuals seve
at functonal line of bushess segient orbrant levels andare
responible for direding and exeauting the dayto-day operatonal
objecives of enerprisesprgarizaions, conveying the diredions
of higher level officials and managers @ sulordinate persomel
and, nh sone instances,directly sugervising the acivities of
exenpt andnon-exenpt pesonné Examples of tlese kinds of
managers arefirst-line managers; éammanayers; unit managers;
operdions ad praludion mangers branch managers;
administrative servies nanagers;purchaing ard trarsportdion
managers; gsirage ad distribuion menagrs; cal certer or
cusbmer servie menagers; telanicd supprt managers; ad
brard orproduct mangers.

Professionds. Most jobs m this cdegory require bakelor and
graduae degrees, ad/or professioml certification. In sone
instances, conparable experiece nay establih a persors
qudifi caions. Exanples of thee kinds of positons include:
accountats and audibrs; airpbne pilots and flight engineers;
archteds; artsts; demists; conputer pogranmers; desgners;
dieticians; edtors; eminees; lawyers; lbrarians mathematical
sciertists natural scentists registeed rurses; phgical scienists
physidans ad sugeos; socid scentists; teachers; ard
surveyors.

Technicians Jobs in tfs catgory include actvities hat requre
appied sdentific skills, usually oktained by pog secmdary
edwcaion of varying lengths depending on tke partcular
ocaupdion, recognizing that in sone instances aditional training,



certificaion, or conparabk experéence is requiral. Exanples of
these tpes of postions indude: drafers; emergency medical
technicians; chenrcal technicians; armd broadcas and sound
engineering tehnicians.

Sales Workers Thesejobsinclude non-manageri# activities hat
wholly ard piimarily involve dire¢ sales. Exanples of these pes
of posiions indude: alvertising salesagents; insumance s&s
ageits; red estat brokes and salesagets; whoksale sas
represetatives; secuties, cormodities, and imandal senices
sales gents; telermarketes; denonstraors; retdl sdespersns;
counter and retd clerks;and cakiers.

Administrative Support Workers  These ¢bs involve non-
manageri tasks proiding admnistrative ard sipport assistace
primarily in office setings. Exanples ofthesetypesof postions
include: office and a@ministratve syport workers; wokkeeing;
accountng and auditing ckrks; cago and freight aents;
dispatdhers; couriers; daia entry keyers; conputer operaors;
shipping, receiving and traffic clerks; word processors rad typists;
proofrealers;deskop publishers; ad general office cleiks.

Craft Workers (formerly Craft Workers §kill ed)). Most jobs in
this category includes hgher skilled oaupaions in constuction
(building trades craft workersna their formal apprentices) ral
naural resairce etraction workers. Examples of hes types of
postions include: bolermekers; brik and stae masons;
carpeters; eledriciang panters (both comstucton ard
mainterance); glagers; ppelyers, plunbers, pipefters ad
steanfitters; plaserers; rwfers; eleator instalers; erth drilers;
derrick operdors; al ard gas rotry drill operabrs; and baskrs
and eplosive workers. This cagory ako indudes occup&ins
related to the instalation, maintenane and part repcenent of
equipnent, machines ad ols such as autonotive mechancs;
aircraft mechanicsand éedric ard dedronic equpmentrepairers.
This cdegory also ircludes sane produdion occupaions thd are
distinguished by the hgh degree of ski and preision requirel to
perform them base on clearly defined task sgcificaions, sih
as: millwrights; ethers an ergravers;tool and die mekers; ad
patern mekers.

Operaives (formerly Operatves (Semskilled)). Most jobs n
this caegory include intermediate skilled ocaupaions and include
workers who operatemachines or factory-relaed procesing
egupment. Most of heseocaupaions @ nat usially requre more
then several nonths oftraining. Exanples indude: textile machire
workers; bundry anddry cleaning workers; plhotogragphic process
workers; wesging machine operatrs; decticd and electonic
equiprent assmnblers; seniconducbr processors; téss, graders
and srters; bakers;ard butchers ad other meat, palltry and fish
proceseng workers. Thiscateggory al® includes ocupdions of
gererally intermediate skill levels that are ©ncerned with
operding and contolling equipment to faciitate the novenent of
pele or materials, seh as bridge anl lock tenders; tuck, bus or
tax drivers; irdustral truck and tactor (forklift) operators; parking
lot attendarts; sailors; onveyor operaors, andhand packers ad
padagers.

Laborers and Helpergformerly Labores (Unskilled)). Jobs in
this caegory include workes with nore limited skils who reguire
only brief training to perform tasks that mguire little or no
indepenént judgment. Exanples nclude: producton ard
condruction worker hepers; vehtle and euipment cleaers;
laborers; freght stbck and meterial movers; serice shton
attendarts; wnstrudion laborers; refuseand ecyclable materials
colledors; sptic tank srvicers; anl sewelpipecleaners.

Service Workers Jobs in this caegory include food sevice,
cleaning sevice, mrsond service, aml protective servce acivities.
Skill may be acgired through formal training, job-relaed training
or direct experience. Exanples of fod servie posiions indude:

codks; barerders; ad other food frviceworkers. Eamples of
personal setice positons nclude: nedical assitants ad other
hedthcare support positions hairdressers; uUsrs; ard
transprtation attendants. Exanples of ckanng senice postions
include: cleaners; jaitors; and porters. Exanples of protective
service postions nclude: transt and railroad police and fire
fighters; guads; privae deectives aid investpators.

6. LEGAL BASIS FOR REQUIREMENTS

SECTION 709(c), TITLEVII, CIVIL RIGHTS
ACT OF 184, AS AMENDED

Recodkeeping; reorts

Every enployer, enployment gercy, and ldor orgnizaion
subjct b this title shall (1) make and kep sub recods relewant
to the determinations of whether unlawful enployment pratices
hawe been orare beng committed, (2) preserveush records for
such periods ard (3) meke sich reports therefom as the
Commission shallprescrbe by reguation or order, after public
hearng, as reasonablenecesary, or approprike for the
enforcenent of this title orthe regulations or oders herewnder.
The Commission shi, by reguhtion, require ech enployer,
labor ogangation, and joint labormanagemnt conmittee
subct to this title whidh cortrols an appreticesip or otrer
training program to maintain swch reords as are reasonably
necesary to carry out he purposef this title, including, but not
limited o, a list of applicants who wish to participate in such
program including the dronological order in which apgications
were receied, and ¢ furnish to the Commission uporreques a
detiled desciption of the manner in vhich persams ae seleted
to partcipate in the apprenticeship or otter training program
Any enployer, enploymernt agency, labor organzation, or jaint
labor-managenent canmittee whit beleves that the apdication
to it of any regudation or order issed under ths se¢ion would
resultin undue hardship may apply to the ®mmission for a
exenption from the applaton of sud reguhktion or oder, am, if
suchapplicaion for an exemptionis denied,bring a évil actionin
the Unitel Stdes Distri¢ Court for the disict where sich recods
are kept. If he Commissibn or the ourt, as the casmay be,
finds that the applicaion of the regulatin or order to the
enployer, enployment agecy, or lalor organization in queston
would impose an odue hardship, the Commission or he wurt, as
the ca® may be may grant apropiiate relief. If any person
required to comply with the provisionsof this sitbsedion fails or
refusesd do ®, the United StatesDistrict Courtfor the district in
which siwch persa is found, resids, or trarsacs bisiness, séll,
upon application of the Commission,or the Attorney Generalin a
caseinvolving a govemment, govemmenta agency or political
subdvision, have juridiction to issued sud persm an order
requiring him to caomply.

TITLE 29, CHAPTER XIV CODE OFFEDERAL
REGULATIONS

NOTE A fewaspetsofthe following regulationswill needto be
revisel to conform with the EEO-1 Reprt to be useal beginning
with the 2@7 repotting period.

Subpart B—Employer Information Report

81602.7Requirement for filing of report.

On or kefore Septerber 300f eaxh year,every emloyer thatis
subct D Title VII of the Avil Rights Act of 1964, asanmended



and that has 100 or nore enployees, shih file with the
Commission @ its dekgate exeaited mpies of StadardForm 100,
as revised (ierwise kiown as “Employer Infomation Report
EEG-1"), in conformity with the directions setforth in the form
andacmmpanying instructions. Notwithstnding the piovisionsof
81602.14, eery such erployer shdl retain at all times atead
reportng unit, or & company or divisional headjuarters acopy of
the nost recent report filé for each sut unit and shdl make the
sane availdle if requesedby anofficer, agent, or enployee of tle
Commission umler tre auhority of secton 710 of Title VII.
Approprete copies of Sandard Form100in blank will be syplied
to every enployer krown to the Gommissionto be sibjectto the
reportng requirements, bu it is the respongbility of all such
enployers to obtain neassary suppies of he form from the
Commission @ its delegate prior to thefiling date.

81602.8Penaty for making of willfully false sataments
report.

on

The meking of willfully false satements on Rport EEO-1 isa
violation of the United Stdes Code Title 18, setion 1001, ard is
punishale by fine or imprisonnent as sefiorth theren.

§ 1602.9
file report.

Commission’s remedy for employer’s failure to

Any employer failing or refusig to file Reprt EEO-1 when
requiral to do so may be canpelled to file by order of a US.
District Court, upon application of the Cammission.

§1602.10
requirenents.

Employer's exenption from reportng

If an anployer clains that thepreparaion or filing of the reprt
would creae undue hadship, the enployer may apply to the
Commission for an xenption from the requirements set fott in
this part, acording to instruction 5. If anenployer is exgaged in
activities for whichthe reprting unit criteria describedin section5
of the ingtructions arenot readly adgptable, speial repoting
procedures nay be requird. If an enployer seeks ta@hangethe
dat for filing its Standrd Form 100 or seekstchange the period
for which data are reposed, an aterrative reporing dee or perdd
may be perntted. In swh instances, the enployer shold so
advise he Commission by submitting to the Conmissionor its
delegae a pecific written proposal foran aternative reporing
systemprior to the date onwhich the report is due.

§1602.11 Additional repating requiremerts.

The Gmmission reservethe right to require repos, other tan
that desgnated as the Ermloyer Information Report EEO-1, abait
the enployment pratices of individud enployers orgroys of
enployers wherever, in its judgment, speal or suppénmental
reports areecessary to aamplishthe purposesof Title VII or the
Americars with Disabilities At (ADA). Any system fo the
requirenent of such reprts will be estdlished in acordarce with
the procedures referred tan secion 709(c) of Title VII or secton
107 of the ADA ard as otherwise igscrited by law.

Submart C—Recordeeping by Employers
§1602.12 Recaods tobemace or kept.

The mmission has mt adgted any requirenent, generdly
apgicale to enployers, that reords ke made or ket. It reserves

the rght to impose recorkeeping requirements upn individual
enployers or groups of employers supect to its jurisdiction
whenever, in itsjudgment, suchrecods (a) are necessary for the
effective opemtion of the EEO-1 repoiihg systemor of ay
specal or suplemental reprting systemas deschied above; or
(b) are furtherequirel to acconplish the purposes of Ttle VII or
the ADA. Swch recadkeeping requrements will be adopted in
accodance with the pocedures referredo in section 709(c) of
Title VII, or section 107 of the ADA, ard otherwise pescrited by
law.

§160213
enployees.

Recods as taracialor ethnc identity of

Employers may acquire he information neessary for com
pletion of items 5 and 6 oReprt EEO-1 either byvisual suneys
of the work force, or & their option, by the maintenance of pos
employment records a$o the idertity of employees where the
samne is pernitted by Statelaw. In the latter ase,however, he
Conmission recomends he meintenaice of apermaner record
as to he raga or ehnic identity of an ndividual for purposeof
conpleting the report érm only wherethe enployer keeps such
records separately fno the enployee’s basigersanel form or
other remrds avalable © those respnsble for persomd
dedsions, e.g, as rt of anaubmatic daa processing s/stemin
the payoll departnent.
§ 1602.14 Preservatin of records rade orkept.
Any persomel or enployment record made or lept by an
employer (induding but not necesrily limited to requests for
reasomldde aconmodaton, goplication forms subnitted by
apgicans ard other reords having  do with hiring, promotion,
denmtion, transfer, layoff or termination, rates of pa or other
terms of caonpensaiton, and sédion for training or
appraticedip) shall ke preervedby theemployer for a perid of
one ear fran the da¢ of the naking of the reord or the
persomd adion involved, whichever occurs lder. Inthe caseof
involuntary termination of an enployee, he persomd recordsof
the individual termnated ball be ket for a peria of one yar
from the dateof termination. Where achargeof discimination
has ben filed, or an ation browht by the @mmission or the
Attorney General, agast an enployer under Title VIl or the
ADA, the respndent empoyer shall presere all personnel
records rkevant to the charge or adion until final disposition of
the darge orthe ation. The term“personnekecrds relevant to
the darge,” for exanple, would include personrel or enployment
records redting to the agrieved person ad t© all other
enployees lolding positions similar to that held or sought by the
aggreved person and gplication forms or testpapers conpleted
by an unsuaessful applicant ard by all other candidates for he
sane posiion as that for which the aggrieved personapplied and
wasrejeded. The dae of fina dispositon of the charge orthe
action means thalae of expiration of the statitory period within
which the aygrieved personmay bring anaction in a U. S. District
Courtor, where an ation isbrought aganst an erployer either by
the agrieved person the Comnission, or by the Attorney
Generalthe date on which auchlitigaion is terminated.









